
INDIANA COURTS 

ONLINE REPORTS

ICOR

SUBMITTING QUARTERLY AND ANNUAL REPORTS ONLINE 

THROUGH INCITE

State Court 

Administration



GETTING STARTED

 Password and User IDs are needed for 
ICOR

 If you are already an INcite user, your 
current password and user ID will allow 
access

 If you do not have an INcite account, 
you must become an INcite user before 
access to ICOR can be given

o Contact Court Technology for INcite
Access

Number:  1-888-275-5822

Email: helpdesk@courts.in.gov

mailto:helpdesk@courts.in.gov


GETTING STARTED

 Once you are an INcite user, you need authorization form(s) 
for ICOR.  Two ways to find authorization forms:

 http://www.in.gov/judiciary/admin/2462.htm

 Select Reporting Year

 Select needed authorization form

for ICOR under ICOR Administrative Forms

and Application Guides

 https://mycourts.in.gov/

 Sign in as INcite user

 Click on documents under the INcite name

 Select needed authorization form for ICOR

http://www.in.gov/judiciary/admin/2462.htm
https://mycourts.in.gov/


GETTING STARTED

 There are three (3) Authorization forms to choose depending 

on the preparer: 

 COURT REPORT PREPARATION – includes QCSR and Annual Reports 

 COURT REPORTER PREPARATION – Court Reporter Annual Report 

 PROBATION REPORT PREPARATION – includes Quarterly, Semi-

Annual and Annual Reports



GETTING STARTED

 Print or save to 
desktop, fill out 
and mail to State 
Court 
Administration. 
Your access to 
reports will be 
assigned and you 
will be notified 
via email or 
phone 

*forms from the 
judicial web page are 
fillable



REPORT WORKSHEETS

http://www.in.gov/judiciary/admin/2462.htm
Report worksheets and 

application guides are 

available on judicial 

website for each report



ACCESS REPORTS

 https://mycourts.in.gov/

 Enter username and password

 Select ICOR from the My Application list on 

the right side of page

 First time INcite users may have to accept 

User Agreement before moving forward

https://mycourts.in.gov/


ACCESS REPORTS

DASHBOARD – County

Court you are assigned

Year



ACCESS REPORTS

 Color Legend

 Blue – available

 Yellow – saved draft

 Red – error

 Green - submitted

First quarter is blue and available. Other quarters/reports will 

become available when previous quarter is submitted or 

deadline for report approaches.  Click blue icon to open



ENTERING DATA

Preparer information populates 

automatically.  Please call the JTAC helpdesk 

if any information needs updated

Legend on the left 

side of screen 

indicates each 

section/part of report

Make sure each 

section has green 

check mark beside it 

before submission



ENTERING DATA

Fill in required cells

System will alert you when missing information or 

negative number needs correction

When data entry on 

each page is 

complete, click 

“Save and Step 

Forward” to 

progress through 

report

Click “Save” button 

on top of each screen 

page often as data is 

being entered.  This 

will ensure saved 

data if the system 

times out before you 

finish report



ENTERING DATA

Tab from one entry cell to the next.  Most reports will be 

same or similar to worksheets from judicial website.  



ENTERING DATA

Each data entry screen will have explanation box available 

at the bottom of page for additional information, if needed

System calculates total lines automatically.  Preparer 

cannot enter data in these cells.  Compare your totals to 

system totals before submission

Total Line



ENTERING/SUBMITTING DATA

Review Page
 Check marks 

appear next to 

each 

completed 

section

 Submit button 

available on 

upper right



SUBMITTING DATA

Once report has been submitted, date and time will remain on 

preparer page

DASHBOARD screen will show green and submitted



CONGRATULATIONS

REMEMBER

 User ID and password 

 Hit “Save” icon frequently 

 Correct all errors and each section has green 
checkmark indicator

 Report not submitted until “Submit” button has 
been clicked 

 Any questions or difficulties, contact 

 Court Technology helpdesk at (888) 275-5822 or 
email helpdesk@courts.in.gov

 Angie James or Jeff Wiese at 317-232-2542. 

mailto:helpdesk@courts.in.gov

